Approved^ ’©I-^i^O-OOeySAOOOSOOOl 0028-4 





STAT 


13 A-ogust 1958 


OFFICE OF PERSGMEL MEMORANDUM NO. 20-^ 801-20 
SUBJECT; Control of Applicant Files 


1. All applicant folders, or applicant papers such as letters 
and resumes, sent hy the Qualifications Analysis Branch (QAB) to 
either the Clandestine Services Persomel Division (CSPD) or the 
Personnel Operations Division, Operations Branch (POD/Ops) will he 
routed throu^ the Applicant Files Section (AFS) to he charged to 
CSHJ or POD/Ops. 

2. CSED and POD/Ops will; 

a. designate a central point in their respective units tc 
receive and log files routed to them; 

h. maintain a weekly follow-up control to ensure rapid 
consideration of the files hy operating components; 

c. recall the files at 30 day intervals in order to advise 
the applicant (hy letter, telephone or telegram) that every 
effort is being made to reach a decision. These contacts should 
he fxHy recorded in the applicant’s file. 


3 . APS wiJl recharge only those files that are specifically 
routed through them and will discontinue the practice of recharging 
all files sent to the DDI and DDS offices and those routed between 
Placement Officers within PQD/Ops. 


k. RSD will provide a list of all. applieamt files charged to 
CSPD and POD/Ops in excess of thirt^y days. The two offices wira 
review the files listed and put the control system here' prescribed 
into effect. 
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